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1 PURPOSE 

Thls procedure provides dlrectlon for the preparation review revision changes issuance and 
cancellatlon o f  RMRS policies directives manuals engmeemg technical standards procedures 
mstructions and job-aids RMRS documents are mended to be 

Easytouse 
0 Easy to change and revise 
0 Wntten to the skill o f  the user 
0 Free o f  unnecessary requvements 

The process control unplemented by this procedure is depicted m Appendlx 1, Document Development 
and Control Process Flow Diagram 

This procedure lmplements portions o f  DOE Order 5700 6C Quality Assurance DOE Order 5480 19 
Conduct of Operations 10 CFR 830 120 Quality Assurance Requvements, MAN 001-SDRM Site 
Documents Requlrement Manual (SDRM) ASME NQA 1-1994 Quality Assurance Requvements for 
Nuclear Facilities WETS Site Quality Assurance Manual and portions of RMRS-QAPD-001 RMRS 
Quality Assurance Rograrn Descnption 

This revision o f  QA-05 0 1 Preparation And Control of RMRS Documents, is a complete rewte  
and revision bars have been omitted 

2 SCOPE 

This procedure applies to RMRS personnel mvolved m the preparation, modification, and use o f  RMRS 
documents for controllmg activiues or processes at Rocky Flats Envvonmental Tethnology Site (Site) 
This procedure only applies to documents bemg developed for use withm RMRS or RMRS 
subcontracted services Documents with Site applicable requvements and direction shall be prepared 
revised, changed, and issued m accordance with the provisions of the SDRh4 

It is at the Responsible Manager s (RMs) discretion to determme the type of document needed The level 
of detail and extent to which controls are prescnbed m RMRS documents is contmgent on 
0 

0 

0 
0 

0 

0 

The operations or activities relative 
The magnitude of any hazard mvolved 111 conductlng the operanon or activity 
The life cycle stage o f  a facility or activity 
The programmatic mission o f  a facility or activity 
Particular charactenstics o f  a facility or activity 
Any other relevant factors specifically to mclude the skill level of the mdividuals perfonnmg the 
activity 
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NOTE Except as spec$caly excluded below RMRS documents that dwect control or prescribe 
work shall be p r e p e d  reviewe4 revised changed issrreci, ador  concelled in 
accordollce with this procedure 

This procedure does not apply to 
0 OperatorAids 
0 StandmgOrders 
0 Shiftorders 
0 

0 

0 

Operations Orders controlled by MAN-066-COOP Site Conduct of Operaaons Manual (COOP) 
Subcontractors who have an unrestricted status on the Approved Supplier Llst (ASL) and are 
providmg a service under a Rocumnent Level 1 (PL- 1) requs&on 
Work lnstructlons m the Intcgmcd Work Control Program (IWCP), or the developent of Site 
safety Analysis Reports (SARO), Bass for Interm Opetaaoas (BKk), Bass for operations (BFOs), 
Justification for Contmuous Opermons (JCOs) and other aahonmtilon breu spccitic documents 

Declsion documents (PAMs, IMIIRAs, DOPs, ctc ) Impltmen~on Plans, R- Actions, Samplmg 

fonnat and mew requvemena 
Anaiyss Plans (SAPS), or Slmllar documents shall cmpiy Wth the requirements of thls procedure for 

3 DEFINITIONS 

NOTE wnuiom below are unque to thu poc& 

D m v g  RMRS dmmves arc used as methods of pass- on prosRmmpac or aQnurutnulve dvcctlon 
wherc other documents xve not m existence to control the pnrcaccs mvolved 

Document H m n ~  File (DHF) Documents that evldcnce the development, review concumnce 
approval, rewsion and control of a document. The DHF mcludcs, but u not l m d  to the followmg 
items 
0 

0 

0 

ScnenlnglSafety Reviews (If rcquued) 
0 

0 

0 

0 

Draft document submitted for review and comment 
Document review transnuttal correspondence, jusaficatlon for rcvrsien(s) to the document (May be 
mcluded m Document Review Transmittal Cormspondence ) 
Venficmon and validanon docmtenmon (IfrqW) 

Completed review comment resolutmn documcntahou, mcl&g an Accoyntrng of Reviewer 
Comment Status (Refer to Appdnt 2 for an example) 
Deleganon of authmty letter, as requved 
Electronic copy of the docusnent 
Completed RMRS Controlled Document Checklst . Classlficatlon rcvlew, as r e q d  

Site-Amhcable Documenf Docrrments that cross company boundsltes and apply to mote than one 
company at the Site are developed and controlled by the SDRM 

General Comment Comments designated by a reviewer based OH the mewer ’s  knowledge or area of 
expertse and identlficd by a (G) on the Review Comment Sheet (Rek to the SDRM for sample form) or 
pmedmg the comment if the e-rmul method of rev- and cemment I used. General comments reff ect 
the reviewer’s opmion and do not mcitcatc a violatlon of tcchcal or admrnutrsnve ordm or laws 
General comments will be considered and mcorpofiltcd as deemed rppropu#e by the RM or thew 
designee General comments do not requve concumnce fiwn the comment ongmator 
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Instruction Provides duection to perform a sunple task or activity that if performed tncorrectlv will 
have mmunal consequences 

Job Aid Provides useful tnformation as a remmder for the performance of a task For example it could 
be drawmgs tags graphs or charts Job aids should not be used m place of a procedure when a 
procedure is warranted should not conflict with or supersede approved procedural mstructions and 
should not cover subject matter that would address safety envelopes radioactive and hazardous 
materials mamtenance operatmg procedures test procedures surveillance procedures analytical 
procedures emergency responses Vital Safety Svstem (VSS) equipment Operational Safety 
Requuements (OSRs) or Technical Safetv Requvements (TSRs) Job-aids are developed at the 
discretion of the RM and are not mcluded m the RMRS Document Control process (Reference MAN- 
066 COOP Site Conduct of Operations Manual) 

Mandatorv Comments Comments identified by a (M) on the Review Comment Sheet (Refer to the 
SDRM for sample form) or precedmg the comment if the e mail method of review and comment is used 
Valid mandatory comments shall be dispositioned and concurred with by the reviewer s organization 
Comments mdicated by the reviewer as mandatory should be based on the followmg 
0 Technical mformation that IS necessary to meet the mission needs of the reviewer’s organization 
0 Non-compliance with or omission fiom a requuement, regulation DOE Order etc 
0 Technical accuracy or logic disconnects 
Mandatory comments may be downgraded to General if the above basis suggestions are not met The 
reviewer is responsible for clearly depictmg the basis for makmg a Mandatory comment Comments wi11 
not be downgraded without notifymg the comment ongmator The RM or ?her designee has fmal 
decision on comment resolunon 

Manual Defmes the necessary and sufficient programmatic requvements needed to unplement a 
program 

- Policv Wntten core value statements signed by the RMRS President to all employees to express senior 
management s expectations for conductmg busmess at the Site 

Procedure Wntten documents that set forth the responsibilitles and methodologies for performmg a 
process with complex steps and/or a moderate to high potentlal nsk hazard and/or consequence 

A procedure may contam wntten mstructions to conduct operations evaluahons tests, or to respond to 
abnormal or emergency situations or enunciators or a l m s  for alarm panels Admmistrative procedures 
describe the actions and responsibilities for performmg activitles that establish management and 
programmatic controls for RMRS Technical procedures descnbe the actions and responsibilities for 
performmg activities that d u d e  but are not Ilmited to producnon operation surveillance of 
equipment and facilines, and mamtenance 

Venficatlon and Validatlon CVStV) A process whereby a technical procedure is tested to ensure 
sufficient detail exists to support adequate consistent and effective completion of the task as descnbed 
m the procedure 

4 RESPONSIBILITIES 

4 1  Resoonsible Manager (mcludes designees or document onamators) 

0 

0 

Appomt knowledgeable personnel to develop documents for amvines and processes 
Ensure appomted personnel are aware of and understand the requmements of this procedure and/or 
SDRM as requved for site compliance 
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0 Ensure that affected organuations are mcluded m the review of documents tncludmg Quality 
Assurance Health and Safety and Envlronmental Compliance and any applicable Site safety 
committees or boards 
Approve documents developed withm thev organmaon 
Implements procedure utillzation where appropnate 
Provide m m g  for documents as requved 

0 

0 

0 

4 2  

4 3  

4 4  

4 5  

4 6  

5 

5 1  

Functional Mananerq 

0 

0 

0 

Are accountable for the safety and quality of actlvihes perfonncd UI accordance with documents 
used at the site 
Participate UI the review of documents 
Ensure personnel attend tralnmg as requlred 

0 mor to approval, review documam, as requested, to ensure that applicable envvoamental laws, 
regulat~ons, requlremnrts, and ordcrs have been mcorporated 

Health an d Safety 

e 0 mor to approval revw docummts as requested, to ensure that site appllcablo health and safety 
laws, regulations requuements, and orders have been mcopraed 

RMRS Document Conaol 

0 

IssucRMRscoatrdleddocumenrs 
0 

0 

0 

Assign, log, and trsck RMRS document numbers (controlled and uacontrolled) 

Mamm the master document and DHF for the current revuion 
Issue and transmn the mastcr document and DHF of previous rtylsw~lls to the RMRS Records Center 
Provide document ongumon wnh mformwlon on recard ntenMw d final dsposmon 

INSTRUCTIONS 

The process control lmplmcntcd by &IS procedure IS depicted m Appmd~x 1, Document Development 
and Conaol procesS Flow D m p m  

[I] The RM or drtr designee dctcnnlne~ if the document to be developed has Site applicability If 
the document IS site-applicable, then the RM or  the^ designa develops or ~ I S C S  the document 
m accordance wnh the provsions of the SDRM When the document applies only to RMRS, 
follow the ~ c t l o n s  ln thu procedurr 

[2] The RM or ther deslgnee submttr approved site-apphcable documena to RMRS Document 

RMRS applicable documents ate submitted to RMIB DocumeM Control m accordance with 
RMRS-DC-06 01 Document Control Program 

Control, mcludrng c~mpleted forms by MAN-063-DC, Docummt Control Program 

a 
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5 2  Establish Document Twe 

[ 1 1  The RV or theu designee usmg Appendlx 1 Document Development and Control Process 
Flow Diagram determmes the type o f  document to be produced 

5 3  DeveloD Document 

5 3 1 Initiate Document History File 

[I] The RM or thev designee shall mitiate the RMRS Controlled Document Checklist (Refer to 
RMRS-DC-06 01 Document Control Program) The RM or thev designee shall mitiate the 
checklist and mamtam it until it IS transmitted with the DHF to Document Control 

[2] Refer to Appendlx 3 Technical Procedures Forms M a m  for guidance regardmg on requved 
reviews on Technical Procedures 

5 3 2 Develop DraflRevision 

[I] 'The RM or thev designee shall ensure that the provisions o f  this procedure are met and that all 
applicable laws regulations orders and requvements are addressed appropnately 

[2] The RM or thev designee should contact the appropnate support organlzation with expertise m 
the area o f  concern for assistance m preparation o f  documents (e g Safety Quality Assurance 
Nuclear Safety Envuonmental Compliance Waste Management, etc ) 

[3] The RM or thev designee shall obtam a document number fiom Document Control Numbers 
are assigned by RMRS Document Control m accordance with the provisions o f  DC 06 0 1 
Document Control Program 

[4] Venfy the references cited m the reference section as correct and current Update as requved 

5 3 2 1 Policies Duectives and Job-Aids 

[ 11 The RM or theu designee shall format RMRS policies dyectives and j ~ b - i ~ d s  m accordance 
with Appendlx 4 Example RMRS Policies Duectlves, Job-Aids Format 

[2] The RM or theu designee should utillze the defminon section o f  thls procedure for determmmg 
the scope and content of policies dlrectives and job-aids The SDRM may also be considered 
for determmmg appropnate content and scope 

[3] When developmg job-aids the RM or theu designee should consider the guidance provided m 
MAN 066-COOP Site Conduct of Operations Manual 

5 3 2 2 Manuals Engmeenng Technical Standards Procedures, and Instructions 

[ 1 ] The RM or theu designee shall format RMRS manuals procedures and mstxuctions m 
accordance with Appendlx 5 Example W S  Manual Rocedure Instruction Format 

[2] The RM or theu designee should utilne the defminon section of this procedure for determmmg 
the scope and content o f  manuals procedures and msuuctions The SDRM may also be 
considered for detemlnmg appropnate content and scope 

5 
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[3] The RM or thev designee shall ensure that forms and documents resultmg from the 
unplementation of the document are identified as a Quality Assurance (QA) a Non QA record, 
and/or a CERCLA Admmistrative Record Retention pen& and f d  disposition shall be 
identified for each record generated 

[4] The ongmator should have the document reviewed by peen pnor to submimng to the manager 
for approval or before distnbutmg for review by other groups within RMRS All reviews 
should be documented and mclude comments comment resolution and comment resolution 
concurrence 

[SI Each step m a procedure or mtruction, whsh controls or w used to meet an Operat~onal Safety 
Requvcment (OSR), Basw For w o n  (BFO), technd speclficmon, or regulatory permit 
condition shall nfmnce the speclfic requirement m bold t y p e k  a f k  the step Thu ades by 
providmg a t~ m between the source rcquvement and the unpkmmtanon as well as remmdmg 
the operator of  the sourct of  the step 

NOTE Guidance on t&?nti&ing r e c o d  IS provitkd in V41-RM-001 Recwak M-ment Gu&me 
for Record Sourcos RM-06 02 Record Icdenrffotion. Generotim md Transmittal and 
PRO-077-WIPP-005 Management of WIPP Injkmation Prior to Transmtttal to WIPP Prqect 
File Retentim rlbatron, lacution, andFpal dkpitim requimmmts Id also be &scribed in 
the recwak section of thr pvce&e. Additlanol pr&mce dnvy be Joughtpom the RMRS 
Recordr h4’amgement Organmtiom 

[ 1 1  The ongrnator should sub- the document to a peer mwew mor to &suiLnttmg the document 
for review by other groups wlthm RMRS @urllsl ICVICW) 

5 4 1 I&ntifiation 

El] The RM or thev dcstgnee shalt idem@ organ- affect#l by the document (Refmnce 

those who use the document, supply amatuial, servtce, ordarmamxdawx wrth the 
document, or receive a service, product, or data m accordance with the document Organlzatlons 
affected also mclude s8mc-tier subcontractors who m tbc b d b d  m the fhcllay m which the 
document will be unplementcd. 

MAN-OOl-SDRh& SIW w e n t s  R ~ U I T W I X ~ ~ ~ S  Masuel) organuatrolrs rffectcd UMAU& 

[2 J Manuals, proctdures and lnsmrctlons mcludmg changes aud nvylolu will be submitted to the 
QA orgaummon for review and comment mlutton pnar to rppovsi, or field unpkmenratton 
of changes 

5 4 2 Assemble Package 

[ 1 1  The RM or  the^ designee &all assemble a rcvitw package camstmg of a copy of tfie document 
m draft form a Reww Comment Sheet and related contmuat~oa pssc (Refer to the SDRM for 
sample form) and Appencllx 6 Document Review Traasmtttal 
document drafts should be mcludcd if multlple QaAs an gcnarwl. The transmittal 
correspondence shall mclude a descnption of the chaage or jushbma for the document, the 
comment due date, and a b e n t  concernmg dlspooihon of comments received after the due 
date The traasmmal c~mpondcnce shall be ruamed m tbe DHF 

Subsequent 

[2] As an alternative to step [ 1 J of  thu section it u acceptable to e-ml the document m draft form 
to the reviewers as an attached file The body of  the e-mad message shall c o n m  the same 



PREPARATIOX 4VD COXTROL 
OF LVRS DOCUMEYTS 

RVRS QA 05 01 
Revision 1 

Page 7 of 18 

information as the Document Review Transmittal Correspondence Use of the Review 
Comment Sheet for capturmg comments is optional A prmted copy of the e mail message shall 
be mcluded as part of the DHF 

5 4 3  Transmit for Review (Parallel Review) 

[ 1 J The RM or theu designee shall uansmit the review package to the affected organizations and 
when possible allow two weeks for deliverv review and return of comments 

5 4 4 Review and Comment 

[ 13 The affected organization shall dismbute the document as deemed appropnate to provide for 
effective review and comment 

[2] To prevent extraneous comment resolution reviews should be lmited to essential mdividuals 
mvolved m the technical process or activity covered by the document 

[3] To ensure comments are considered, every effort shall be made to meet the comment due date 
Comments received after the due date and not resolved shall not preclude reviewmg 
organizations from concumng with the document Late comments will be resolved dunng the 
next revision 

[4] All comments should be identified as either (M) for mandatory or (G) for general Comments 
not idenhfied with (M) or (G) are considered to be general comments It is not necessary to use 
a Review Comment Sheet if  comments are returned to the RM or theu designee via e mail 

5 5  Comment Resolution 

5 5 1 Comment Dupmiriow'Concuwence 

[l]  The RM or theu designee with assistance from the Subject Matter Expert (SME) will 
mcorporate comments as appropnate and record the dlsposition of each comment on the Review 
Comment Sheets or pnnted e mail response The Review Comment Sheets or pnnted e-mail 
responses shall be retamed m the DHF Concurrence shall be obtamed for the resolution o f  
mandatory comments Resolution of mandatory comments will be evidenced by the comment 
ongmator s acceptance m the Resolutions Accepted block on the Review Comment Sheet or via 
e-mail from the ongmator o f  the comment(s) mdicatmg resoluuon acceptance A copy of  the 
Review Comment Sheet or pnnted e mail response mdicatmg resolunon acceptance shall be 
retamed m the DHF 

5 6  Venfication and Validation 

5 6 1 Verificunon 

[ 11 The RM or theu designee shall conduct and document a venfication review for new and revised 
technical procedures Documented reviews shall be retamed m the DHF The followmg items 
should be considered as a mmunum 
0 Operational Safety Analysis (OSA)/Operational Safety Requuements (0SR)rrSWOSHA 

applicability 
0 Ability to complete the task as wntten 
0 Accurate dvections for form completion 
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A venficanon checklist (Refer to the SDRM for sample form) may be used as venfication 
review documentation 

Complete correct and available references 
Complete and accurate DHF package 

5 6 2  Validarron 

[ 11 For new or revised technical procedures the RM or thew designee shall conduct and document 
a VdidabOn remew pnor-to-approval The RM or thew designee assigns a validator to perform a 
sunulated or actual walkdown of the document to detennme whether the document can be 
comctly, safely, and effcchvely performed. A Validwon checklst (Ref= to the SDRM for 
sample form) may be used for documenhng the review The documented review shall be 
mutamed m the DHF 

5 7  sc-d Safetv Reviews 

[ 1 J For all new changed, or revised manuals proceduns and Instructions, wlth the potcnttal to 
cause radmlog~cal ham, the RFrI or thew designee sbatl okoln an safety E v a l ~ o n  
ScmnNnrcviewed safety Questton Detcnnlnrmon (SEWSQD) process review m accordance 

Question Dctcrmmen~n Documents may be nranped fhm the SEWSQD plocws if they 
mea the rqumments of 1-C 10-NSM-04 03,  append^^ 1, Categorical Exchuion &om the 
SESAJSQD Review procesS Documented emience of scrrmmg acbvltm or exempaon 
determlnatlon shall be mstned m the DHF, mchidmg the -cats R c q m g  

w~th 1410-NSM-04 03, safety Evaluaaon Smen, apld 141 1-NSM-04 05, UmViWcd safety 

Independat safety RCWW f m  (Ap- 3,1-52000-AI1M-02 01) - * [2] I f  not exempted, then the RM or them designee shall rmtlate an Independent Safcty Review 
(ISR) (formerly known as Opemons Revlew Caanrmttce [ORC] mew) for new, changed, or 
revised manuals, procedures, and lnstructlons ISRs shall k perfonncd III accordance with 1- 
52000-ADM-02 01, Operanons Revim RcqunemnaS Documnrtcd mdence of ISRs will be 
retamed UI the DHF 

[3 J procedurrs generated to perform hazadms work SbSH be genended m accordance with MA” 
0 1 7-1 WCP, Intcpkd Work Control Program and thls prooedun 

[I] The RM or thew designee should consider havmg documeats resubnutted fbr mview and 
comment if t b y  have been extensively revued or wed as a result of m t m d  or external 
remews V&V reviews, safety screens, or ISRs 

5 9  ADwoval 
[ 1 J After resoluhon of comments, appropnatc concurrence, and any rquved d k t y  review 

comment redunon the RM or them designee shall 0bt.m a nwew far c l a s s ~ o n ,  BS 
rqaurcd HI accotdance with the Stte !kcmy Manual, rad approval of tbe document Approval 
authority for documents IS dcptcted m Appendix 7 RMRS Document Hmuchy Approval 
documentation, lncludtng correspondence, shall be ncpmed m the DHF 

[2 J Documents become effeChVC on the date m&cated on the fht page The RM or thew designee 
and organlzatlon managers should agree on the cffechvc date to allow sufficient tune for 
document distnbution and trammg of personnel 
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5 10 Trammzlssuance ‘Document Historv File 

[ I ]  Trammg for effective unplementation of RMRS documents will be considered on a case bv 0 
case basis by the RM or thelr designee and other managers affected by the document Where 
base competencv requlres trammg it shall be coordmated with the RMRS trammg organization 
The RM or thew designee shall define trammg CeRifiCatiOn and qualification requlrements for 
the document 

[2] After approval o f  the document the RM or thew designee shall assemble the master document 
and DHF and formally transfer the package to RMRS Document Control 

[3] With the exception o f  Job-Aids (operator aids are defmed m MAN 066 COOP Site Conduct of 
Operations Manual) all active documents shall have a controlled dismbution 

[4] RMRS Document Control usmg transmittal receipt acknowledgment forms shall facilitate 
controlled dismbutions Controlled dismbution should be extended to the Site Standards 
Management organuation 

5 1 1  Changes. Revisions. Penodic Reviews. and Cancellation 

[ 11 Changes to documents are facilitated by the RM or theu designee Changes differ from 
revisions m that changes do not requwe re issue o f  the document, and may be handwntten 
typed or word processed The RM or thelr designee may make changes by obtammg the 
electronic copy of  the document from Document Control and editmg it to reflect the change A 
vertical change bar is placed to the left o f  the change m the document margm and the date is 
placed vertically outside o f  the revision bar No other changes to the page or header are 
requlred 

[2] The RM determmes if review of the change is requlred and obtams the necessary review(s) 
pnor to submittmg the change to Document Control for controlled dismbution Review and 
comment disposition related to document changes mcludmg field changes will be documented 
and retamed m the DHF 

[3] The RM transmits the change to RMRS Document Control for controlled dismbution o f  the 
change 

[4] The RM should mitiate a document revision when changes have made the document difficult to 
perform or when the process bemg controlled by the document has changed 

[5] The RM begms the revision by mitiatmg a Document Development Checklst, obtammg the 
electronic version from Document Control makmg revisions as necessary and followmg the 
process defmed m sections 5 4 through 5 9 Revisions requlre the same level o f  review as the 
ongmal issue 

[6] The RM should mitiate a penodic review to ensure that the document accurately and adequately 
satisfies current technical and admmistrative requwments and guidelmes Frequency should be 
based on the followmg schedule 

1 year - Emergency Preparedness procedures 
3 years 
4 years - all other documents 

Procedures that potentially affect vital safety systems 

‘ e  
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D o c u m e n t s ~ r e l a t e d  
WIPP/LL/LLM 

[7] The RM mitiates cancellation of documents by formally nonfymg RMRS Document Control 
Document Control facilitates cancellation through transmittal receipt form and retams the 
canceled document and DHF m accordance with records management requucments 

~ 1 t y A S s u r r U r C e  

Record 

[8] Forfierd chnges the RM or thelr designee dctcrmmes i f  r e v ~ w  of  the change IS requucd 
(Refer to sections 5 4 1[2], and 5 7) and obtams the necessary review(s) and concurrence pnor 
to unplementauon m the field Field changes will be transmitted to RMRS Documtnt Control 
for controlled dutnbution withrn 48 hours, begtMmg the next scheduled workday after the 
change was made 

6 RECORDS 

The followmg documents generated dunng the performance of b procedun must be controlled as 
follows 

WIPPLULLM 
DHF mcludes the followmg as 
UCCdCd 
a) completed review comment 

molaon documenmtlon, 
b) draft document submitted 

for review, 
C) J d C a t l O I l  fW revlslOn 

d) v d c a h o n  and validanon, 
e) eimromccopyof 

r) RMRSControlled 
approved document 

I Documentchecklut. I 

WIPP/WLLM 
Quality Asswame 
Record 

Protect&n / Stomge 
MdhUdS 

Manager shall Implement 
reasonable level of pmectmn 
to prevent loss 8ndW 
d e g r a d a a o n W h l l C l a ~  
Documents shall be prectcd 
utllumgstrndardoh 
equipment and methods 
whennotmuse 

Mansger shall lulplement 
reasonable level of protecuon 
to prevent lou andor 
degradaaon while m process 
Documents shall be proMed 
u t l I l Z l n g s t a n d d 0 ~  
qwpment and methods 
when not m use 

Processing Instruction$ 

continue prrscnbed 
proassmg o f  documents 
Once approved by the 
nsponsible manager 
transmit the document 
dDHFtORMRS 
Document Control center 
m accordauce wlth DC- 
06 01 

Conhnue prescribed 
processmg o f  documents 
Once appmved by the 
respcmsible manager, 
transmit the document 
ImdDHFtORMRS 
Document Control Center 
in accordance wlth Dc- 
06 01 

- 

a 

a 

I 
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ASME NQA 1 1994 Quality Assurance Requirements for Nuclear Facilities 

DOE Order 5480 19 Conduct of Operations 

DOE Order 5700 6C Quality Assurance 

IWCP Manual 

MAN 001 SDRM Site Document Requirements Manual 

MAN 063 DC Document Control Program 
MAN 066-COOP Site Conduct of Operations Manual 

PRO-077 WIPP 005 Management o f  WIPP Information Pnor to Transmittal to WIPP Project File 

WETS Site Quality Assurance Manual 

RMRS DC-06 01 Document Control Program 

RMRS QAPD 001 RMRS Quality Assurance Program Descnption 

RMRS RM 06 02 Records Identification Generation and Transmittal 

Site Secmty Manual 

V4 1 -RM 00 1 Records Management Guidance for Records Sources 
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APPE'YDIX 2 

EXAMPLE OF ACCOUNTING OF REVIEW COMMENT STATUS 

Rocky Mountain RMRS Remediation Services L L C 

INTEROFFICE 
CORRESPONDENCE 

protrcilng the environment 

DATE [Date] 

TO Document History File 

FROM [Name, Organization Location Extension] 

SUBJECT Accountmg of Reviewer Comment Status for [Document Title and Number] - mumber] 

Revision [Revision number] of the subject document was transmitted for review and comment to the 
following individuals on [Date] Comments are indicated below 

J F Arter No response 
J R Brookfield No comment 
M C Carter 

a M V Davis 

The procedure was reviewed in person Comments from this discussion were 
resolved 
Mandatory comments were resolved 
General comments were resolved 

Mandatory comments were resolved 
General comments were resolved 

G P Emerson 
C A Forrest No comment 
J R Gray 
T M Handy 

[Author InitialdTypist Initials] 
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APPENDIX 3 

TECHNICAL PROCEDURES FORMS MATRIX 

R = Requlrtd 
N=NotRcquved 
0 = Optmnal 

* 
** RMRS Controlled Document Checklist, DC 06 01 Appead~x 2 m place of the DCF 

For work performed by RMRS m SSoGr Facilities, SSOC Cat. EXCIUSIOR (v!3QPl, App 1 )  *** 
drrrct the user to the Pm Checklist or a ' formal" PJR 

Technical procedures must mcorporate steps m the Post-Performance Achwty sectu)n which 
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APPENDIX 4 

EXAMPLE RMRS POLICIES, DIRECTIVES, JOB-AIDS FORMAT 

Rocky Mountain 
Remediation Services L L C TYPE OF DOC RMRS prot.ctlng tho onvironrnont 

[TITLE] [Unique Identifier Yo ] 
[Draft/Revision] 

Effective Date XXIXXIXX First Page Only] 
APPROVED Page 1 of XX 

[Responsible Manager Organization] Date 

2 

e 3  

[State the purpose of the document Where possible reference should be made to the driver 
(requuements laws orders etc ) leadmg to the development of the document ] 

SCOPE 

[State the scope of the document mcludmg where it applies and where it does not apply ] 

[Policy, Directive, or Job-Aid] 

Policies should meet the followmg guidance 

0 Do not contam mstructions 
0 

Duectives should meet the followmg guidance 

Provide a broad statement of core values pmciples philosophies goals standards or accepted 
practices 
Define senior management s expectations 
Apply to all RMRS and subcontractor personnel 

Do not conflict with Site or other company policies 

May be developed for controll~gprogrammatic practices 
Should not be developed for the purpose of controllmg work 
Should not ovemde any Site policy or any other controlled document 
Should not be used to tempomly correct another controlled document 
Should be short m nature with the mtent clearly stated to promote understandmg and to avoid 
confusion 

Aids should meet the followmg guidance 
Job aids may be an appendlx to an approved document 
Stand alone job aids may be schedules checklists flow charts diagrams and maps 
Low-level admmistrative procedures may be wlltten as job aids 
Job aids shall not 
- Be used m place of a procedure where a procedure is warranted 
- Conflict or supersede approved procedural msmctions 
- Cover subject matter that would address safety envelopes radioactive matenals 



PREPARATION AYD CONTROL K!RS-Q&05 0 1 
OF RMRS DOCUMENTS Revision 1 

Page 16 of 18 

Protcctlen I Storage Method8 Record idcntifmtioa Record TYP 
brslh08tbl l  

Documents related to [I&nriT the of pcscnbe the methods used to protea 
WIPP/LULM record J the documen Band ncordstiOm loss 
@.,st related documents ] 

Documents related [I&nt& rhr &tw of lDcscnbe the methods used to protect 
to WIPpnULLM record J the documents and records fiom losr 
[List related documents ] 

andlor dcgradauon dunng usc or in 
-we 1 

and/or degradabon dunng use or m 
storage 1 

APPEVDM 5 

EXAMPLE RiraRs.&&+@UAL, PROCEDURE, INSTRUCTIUN FORMAT ' 

R o c d n g  Inrtruehoar 

pescrlbe the proajslng 
ms9'pctlons and the transmittal of 
documents and recods to RMRS 
Document Control center ] 
-be the ProCesJmg 
msmchm and the transmttal of 
documents and records to RMRS 
Document Control Center ] a 

Rocky Mountain 
Rmodiation Sonrices L LC  TYPE OF DOC -th.- 

RMRS 

[TITLE] [unique Idenbfk No ] 
[Draft/Revision] 

Effctlvc Date XX/XX/XX rust Page Only] 
APPROVED Page I of xx 

[Responsible Manager Organlzstlon] Date 

1 PURPOSE 
[State the purpose of the documcat. Where possible, referrncc should be o d e  to the dma (raquumKats, laws, 
older% etc ) leadmg to the development ofthe docwncnt.1 

[State the scope of the d0CUmmS includmg where it applies and when the procedure does no€ apply RM prescnbe 
procedure utlllzatron, w h m  appropnrtc] 

2 SCOPE 
-1 

NOTE 

[Instructiop, Directma, and/or Requirements, 8s appropriate) 

[Wnte the inst~~ct~ons to perfom the m v i t y  m a complete and collc~sc nunncr Care must be taken to assure all 

[Instructions may be m a scquent~ally numbered format. presented as bullets, dcscnbed IU text pamgraphs, or any 
c o m b w o n  of these. Instrucuons may also lncorporrte a ~faence  such as a letter pmcedun, or checklist, by 
reference However d the refcnnce is not a eontrolled document thrt IS rc8dily ava!We to individuals usmg the 
document for the performance of an asq@ task, a copy of the ideraace must be tnctudcd u an appendix ] 

Other sections may be incltrdcd os kmed apprqnwte including but not limited to 
responsibilities requiremen& dcjnitionr 

3 

rcquinmmts arc addmstd ] 

4 

[Each step in a procedure or mtmctmn, which conmls or is used to me! m opmt~ond srfcry rcqulrement (OSRX 
basis for opcrauon (BFO) teduucal spcclficaron, or rrgulatory pama EoMlitiol? shall rrEaencc tbc rpcc~fic 
rcqumment IU bold typefaceaftathe step Thu aides by p v d q  am in between t h e s o w c e ~ t  and the 
implmentatron as well as m d m g  the operator of the KHUC~ ofthc step ] 
RECORDS 
pocumcnts must define all fomu and other docummtr garaated dunag the perfonnsace ofthe descnbcd act~vity 
and iden* which of these forms and docuncnu coaJtltUte 
records, where such records will be retain& and how they will be ptocesscd RcfertoRMRS-RM-0602, Records 
Idenuf-on, Generation and Traasm~ttd, and/or 1 PR0-077 m a 5  Mempnatt of WIPP hfhnat~on h r  
to Trarr~rmttal to NQA 1 Waste Records Center for records rcquiraments.] 

which d M q w  oc nonquality 

~. . 
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APPENDIX 6 

EXAMPLE DOCUMENT REVIEW TRANSMITTAL CORRESPONDENCE 

Rocky Mountain RMRS Remediation Services L L C 

INTEROFFICE 
CORRESPONDENCE 

protwtlng tho onvlronmont 

DATE [Date] 

TO [Distribution] 

FROM [Name, Organization Location, Extension] 

SUBJECT Request for review and comment [Document Title and Number] - [Number] 

ACTION Review and Comment by [Date] 

All comments should be identified as either (M) for mandatory, or (G) for general Comments not 
identified with (M) or (G) will be considered as general comments It is not necessary to use a Review 
Comment Sheet i f  comments are returned via e-mail E-mail comments will be handled using the same 
guidelines as used with the Review Comment Sheet Additional information regarding the review and 
comment process may be found m RMRS-QA-05 0 1, Preparation and Control of RMRS Documents 

Thank you for your support 

[Author Initialflypist Initials] 

Attachments 
As Stated 

Distribution 
[Names and Affiliation as Required] 
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APPENDIX 7 
RMRS DOCUMENT HIERARCHY 

PURPOSE 
Convey Senior 
management’s expectations 
for RMRS regardmg values 
pnncipks philosophies 
goals standards, or accepted 
DmCeS 

APPLICABILITY CONCURRENCE APPROVAL 
Employees and Impacted Vice President 
subcontractors Presidents 

Provide dvection and/or I Employeesand 
responsibilihes for 
controllmg programmanc 
practices or actwihes withm 
a department or group 
Incorporate the necessary 
and sufficient programmanc 
nquvements necded to 
defme and lmplement that 
program (not how to 
Implement) 
Provide tcchntcal 
rquucments / specificahom 
for descnbmg materials, 
products, systems, mlccs 
or pracnces drat arc unique 
to the site 
Provide deauled steps and 
necessary mfonnatlon fix 
pcrformmg a test or activity 
m a conslstcnt end safe 
manner Should be used 
while conductmg activity 

subcontractors and RMs Resident responsible for 
the program 

Employees and hpacted Dvecton Dvcctor responsible for 
subcontractors pad RMs the a s s o c d  task or 

actlvlty 

I 

performs or has 
responsibilihes 
Wlthln h e  
assoclatedtaskor 
actlviw 
Any penon who 
performs or hap 
responsibllities 
wahln the 
assoClatedeaskor 
actlvity 

Provide lzwuaom to Any pe- 
perfom a sunple task or needmg the 
actlvity that if performed assistance of the 
Incorrectly wlll have mstruehon to 
mmmal consequences perform the task OT 

Should be used while activity 
COndllctmR actlvity 

BS a remmder for the 

subcon- or 
d=W= 

*Inclusive of documents identlfied m the Scope scctlon of thls procedure 
**Not pan of the Authomon Basis 
*** The level of approval is one level higher that the Review/Concwrcnce 
With the exception of Job Aids RMRS Document Control shall control the above documents 

0rgaaiEltions 
Graded approach based 
on the functions defmed 
m the document 
Program Spcclfic 

R M / s u ~ /  
Forman responslble for 
the associated task or 
actlvlty 

At the dwnmon of the 
RM responsible for the 
actlvity or task 

I) 


